State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 0730-5157-019 50043371 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant (Limited Term) HRO/Selection Services/Examinations
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Mary Jo Schall Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
SCM 10/3/12
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under the supervision of the Staff Services Manager I, performs the routine/less complex
examination duties, demonstrates a positive attitude and a commitment to provide quality service
that is accurate, timely and exceeds our customers' expectations.
ESSENTIAL FUNCTIONS
This position requires the incumbent to demonstrate good judgment, work cooperatively with
others, maintain consistent, regular and predictable attendance in performing the following duties:

35% Coordinate and administer a variety of the routine/less complex exams, including on-line and
continuous exams; obtain Subject Matter Experts; guide, review, and approve their efforts to
develop critical class requirements, written tests, performance tests, supplemental applications,
structured and patterned interview questions, rating criteria and similar materials. Conduct
statewide/spot exams which may require driving a motor vehicle on public roads and highways.
Interpret the less technical and complex laws, rules, regulations, policies and procedures
pertaining to selection issues.

25% Conduct job analyses by guiding subject matter experts through the process to determine the
knowledge, skills, and abilities (KSAs) required for successful job performance and develop
selection method to test for those KSAs to produce content valid examinations. Analyze and edit
written test items and interview questions for content, structure, and job-related KSAs of the
classification. Review item analyses and raw score tabs and set pass points.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Mary Jo Schall >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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15% Evaluate candidate qualifications and handle routine selection issues. Solicit and obtain
chairperson and state service representatives for interview panels; conduct panel orientations and
occasionally chair interviews. Input and audit examination and candidate information into
Department of California Human Resources's automated on-line system.

10% Determine exam priorities within assigned area. Evaluate the priority of exams based on sensitivity
of program, status of existing lists, number of vacancies, legal mandates, training and development
assignments and temporary authorization appointments. Provide guidance and respond to
inquiries from managers, supervisors, employees, candidates and the general public on
examination procedures and policies.

5% Prepare selection-related reports and exam history files. Review and respond to proposed changes
to selection-related policies and procedures. Analyze post examination documents and make
recommendations for possible improvements to future exam administrations.

5% Conduct selection-related training such as Civil Service Exam Preparation. Attend training and
meetings related to selection methods, policies, and professional standards.

5% Investigate and respond to State Personnel Board (SPB) and candidates on appeals related to the

selection process. Represent the Department at SPB appeal hearings.

SPECIAL REQUIREMENTS

Possession of a valid California Class C driver's license is required, as incumbent may be required
to operate automotive vehicles on public roadways throughout the State, in order to perform the
duties of this position.
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	activity: POSITION SUMMARY

Under the supervision of the Staff Services Manager I, performs the routine/less complex examination duties, demonstrates a positive attitude and a commitment to provide quality service that is accurate, timely and exceeds our customers' expectations.  

ESSENTIAL FUNCTIONS

This position requires the incumbent to demonstrate good judgment, work cooperatively with others, maintain consistent, regular and predictable attendance in performing the following duties:

Coordinate and administer a variety of the routine/less complex exams, including on-line and continuous exams; obtain Subject Matter Experts; guide, review, and approve their efforts to develop critical class requirements, written tests, performance tests, supplemental applications, structured and patterned interview questions, rating criteria and similar materials.  Conduct statewide/spot exams which may require driving a motor vehicle on public roads and highways.  Interpret the less technical and complex laws, rules, regulations, policies and procedures pertaining to selection issues. 

Conduct job analyses by guiding subject matter experts through the process to determine the knowledge, skills, and abilities (KSAs) required for successful job performance and develop selection method to test for those KSAs to produce content valid examinations.  Analyze and edit written test items and interview questions for content, structure, and job-related KSAs of the classification.  Review item analyses and raw score tabs and set pass points.  


	classification: Staff Services Analyst (General) 
	appointee: Vacant (Limited Term)
	dwr position number: 0730-5157-019
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	sap position number: 50043371
	division: HRO/Selection Services/Examinations
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	activity2: Evaluate candidate qualifications and handle routine selection issues.  Solicit and obtain chairperson and state service representatives for interview panels; conduct panel orientations and occasionally chair interviews.  Input and audit examination and candidate information into Department of California Human Resources's automated on-line system.  
 
Determine exam priorities within assigned area.  Evaluate the priority of exams based on sensitivity of program, status of existing lists, number of vacancies, legal mandates, training and development assignments and temporary authorization appointments.  Provide guidance and respond to inquiries from managers, supervisors, employees, candidates and the general public on examination procedures and policies.

Prepare selection-related reports and exam history files.  Review and respond to proposed changes to selection-related policies and procedures.  Analyze post examination documents and make recommendations for possible improvements to future exam administrations.   

Conduct selection-related training such as Civil Service Exam Preparation.  Attend training and meetings related to selection methods, policies, and professional standards.    

Investigate and respond to State Personnel Board (SPB) and candidates on appeals related to the selection process.  Represent the Department at SPB appeal hearings.

SPECIAL REQUIREMENTS
Possession of a valid California Class C driver's license is required, as incumbent may be required to operate automotive vehicles on public roadways throughout the State, in order to perform the duties of this position.

	supervisor name: Mary Jo Schall
	employee name: Vacant


